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6 March 1961
MEMO TO3  Chief, Records Manapement Staff

SUBJECT: Survey of Office of Security Index Card File

A, PROBIEH:

AL present the Index cnrds are searched and filed by about
13 #irls while ansther § girls help them and do other phases of the
~-nome check procedure., Over g million cards ere in some 1,000 snall
"Safe~T-Stack” file drawers 4 to 6 high, Most of these drewers are
over 10 years old and some have tipped over on occassions, audangering
persontel and the Index iteelf, More afficient equipment and
procedures are nesded for the Index in the new buildins,

B, SPACE:
Proposed space in new building:

Total for Index Office is 3 x 65 or 2,275 sg.lt.
The Desk Area is 15 x 65 ox 975 oo .0t

The Index Arse is 20 x 65 or 1,725 ug.ft,
{less 5x15 closet)

Ce HEED 1

faw file equipnent is needed for the 1,200,000 cards which
£111 11,800 inches (about 980 fset) of files in 1,070 drewers of files.
Alsc provide ©or exvansion to at least 1,300,000 cards, about 13,000 inches,

De PLAN:
e ]

Bafore & Tinel seleection and lay-ut of equinment esn be made
I surgest a study of the work proeedures of the Index Staff,

A% present I feel a plan of Ten Work Stations wo 1d work betier
wran the current method of everysne searching and filins everwiere in the
Index, Ench Work Station would handle ab-ut 107 of the Cards ond Werk Ioed,

Fe  EOUTPMENT 3

ttached 18 a list of 16 different kinds of cerd fiiing equipment
in three major cats-ories, Each iz 1llustroted with detsile in the booklets
alse attached, These ltems are compnred in reneral terms without detailsd
fractions or subtraction of the 107 disecounts riven on Federsl purchases.
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for AP or mxchmsdention installations.

A cpy of this coopilation of informetion wiil
be seat %o fol. Bieerds for use in hls S0,
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